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Ta EPA’= Federal Partners In The Superfund Program

Prior to the reauthorization of the Superfund legislation
in 1986, we undertook an extengive program to anhance EFAfs cost
recovery effort. oOur first emphasis was to get our own financial
cost documentaticn in ocrder. Having successfully reached that
objective, wa balieved it necaessary to reach ocut to the 3tates
and other Federal Agencies who were facing the same problems we
experisnced.

one significant step in that "Outreach" program is concluded
with the issuance of this document. As Superfund clean-ups are
completed over the next few years, cost recovery from Eesponsikle
Parties will become an ever more important and camplex respon-
sibility. The effective approach to document Superfund casts
affered in this document recognizes the independence of each
Federal Agency, Yet permits us to achieve consistency in the way
we approach cost recovery. It is for this reason that we believe
this document will provide you with valuakle guidance as you plan
to participate in future cost racovery actions.
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The policy and procedures set forth herein, and internal office procedures adopted
puirsuant kerero, are intended solely for the guidance of attorneys and other employees
of the UL.S. Environmental Proteciion Agency and for other Federal Agency personnel
with Superfund-related responsibilities. They are nof intended to, nor do they constiture,
rulemaking by the Agency, and may not be relied upon to creoie a right or benefit,
substaniive or procedural, enforceatile at lawar in equiry by any perion, The Agencymay
take any achion which is at variance with the policies or procedures contained in this
guldance, or which is not in compliance with internal office procedures that may be
adopred pursuani o these marenals.
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I. INTRODUCTION

The Comprehensive Environmental Response,
Compensation, and Liability Act of 1930 (CER-
CLA) established the Hazardous Substance Re-
sponse Trust Fund (Superfund) to provide maonies
for the idendfication, prioritization, and remedia-
tion of the nadon’s uncontolled hazardous waste
sites. CERCLA, as amended by the Superfund
Amendments and Reauthorization Act of 1926
(SARA), provides for the recovery from respon-
sible parties of all response costs incurred by the
Federal Government. Response cosis generally
include expenses for investigatory, cleanup, £n-
forcement and administrative activiges.

The resulting need to document costs by site to
facilitate Superfund costrecovery actions creates a
complex ser of financial management and
recordkeeping problems. By pulling together all
Superfund financial management and recordkesp-
ing guidance for Federal Agencies in a single,
comprehensive presenmion, this handbock is
designed to help Agencies receiving Superfund
roonies to understand and meet their site-specific
financial management and recordkesping respon-
sibilities.

In addition 10 the cost recovery responsibili-
ties described hercin, Agencies receiving Super-
fund [AGs face certain reporting requirements
imposed by Congress. Under CERCLA Section
105(f), EPA is required to include in its annual
report to Congress information on its and other
Apencies’ use of minorily contractors for Super-
fund work. Further information on how Agencies
should provide this information to EPA can be
abtained from EPA's Office of Small and Disad-
vantaged Business Udlization (703-557-7777).

A. PURPOSE
This handbook serves several purposes:
+  Establishes consistent and complete

puidance covering Federal Agency
Superfund objectives in two areas:

- Financial management of Super-
fund expenditures

- Recordkeeping necessary for cost
TECOVETY

. Acquaints Agencies with some of the
legal aspects of the Superfund cost

TECOVErY Program

»  Provides guidance on where to go for
further information.

B. SCOPE

Thiz handbeook summarizes Superfund fi-
nancial management and recordkeeping guidance
for Federal Agencics pamicipating in Superfund
Interagency Agreements with EPA (see Exhibit I-
1 on the following page). Because it applies 12 a
broad range of Federal A gencies, it focuses primar-
ily on how Agencies can develop financial min-
agement and recordkeeping systems that satisfy
EFA cost recovery documentation needs. The
handbook provides a conceptual understanding of
EPA's financial management and recordkeeping
objectives, sothat Federal Agency managers have
a framework for developing their own procedures
to meet those objectives. In no way does this
document suggest that costs incurred pror 1o the
adoption of the guidelines presented here may not
be recoverable. In addition, this document ¢on-
tains an overview discussion of several legal con-
cepts; however, any analysis of law contained in
this puidance is necessarily general and does not
and is not intended to constitute binding interpre-
tations of law by the Agency.

C. INTENDED AUDIENCE

This handbook was written with the widest
possible andience in mind. It is intended for all
Federal Agency personnel with Superfund-ralated
respansibilities, including staff outside the Super-
fund program area wha may have an important cost
documentation role (for example, staff in an
Agency's comptroller's office).
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Agencies Participating in Superfund Interagency Agreements

Deparmment of Health and Human Services
Agency for Toxic Substances and Disease Registry
Natonal Instilute for Environmental Health and Science
Federal Emergency Management Agency

Department of Transportation
LS. Coast Guard

Departrment of Justice

Department of the Interior
Bureau of Reclamation

Deparment of Labor
Crecopational Health and Safety Administraton

Deparunent of Commerce
Mational Oceanic and Atmospheric Administration

Depariment of Defense
Army Corps of Engineers
Mavy

Department of Agriculturs

Library of Congress

ACTION

National Aeronautics and Space Administration
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D. STRUCTURE

The handbook is divided into three chapters
and three appendices. The remainder of this chap-
ter explains the legal framework for cost recovery
actions, and provides an overview of EPA's finan-
cial management and recordkeeping objectives for
Superfund. Chapter two details Federal Agency
financial management guidance for the Superfund
program. Chapter three provides guidance on the
maintenance and retention of supporting Super-
fund cost documentadon - titne shests, travel
vouchers, contractor invoices, technical progress
reparts, explanations of fringe benefit and indirect
cost calculations, and other records - in individual
site files.

Appendix A, “Agency Legal Responsibili-
ties™ provides information on what types of docu-
mentation and assistance agencies are expected (o
provide during litigation of a cost recovery case.
Appendix B, “Where To Go For Further Inferma-
tign™ is discussed below. Appendix C, “Audits"
provides Apgency managers with informaticon on
audits of Superfund expenditures.

E. REFERENCES

While this handbook is intended to be the
primary source of Superfund financial manage-
ment and recordkeeping guidance for Federal
Agencies, other EPA manuals and directives con-
tain procedural guidance and background informa-
tion on many of the topics discussed here. Appen-
dix B is designed to help Agency managers deter-
mine which reference materials cover the topics in
which they are interested.

Federal Agency managers should not limit
themselves to consulting reference materials. EPA
regional staff, or Headquarters if necessary, should
be consulted for clarification or further detail on
EPA ohjectives. EPA Headquarters staff will work
with regional staff to fully answer any questions
from Federal Agencies on the topics discussed in
this manual.

F. THE LEGAL BASIS FOR COST
"RECOVERY

The primary purpose of the financial man-
agement and recordkeeping objeciives described
in this handbook is to facilimre Superfund cost
recoveries, Tax revenues, plus recoveries from
responsible parties, are the main sources of funds
for cleaning wp hazardous waste sites, and the
amount of money that can be raised through taxes
is of course strictly limited. Recaveries have the
potential of playing a majormole in replenishing the
Superfund, thereby providing funds for additional
clean-up work,

It is important for administrative and pro-
gram managers as well as their staffs to understand
the legal principles underlying the cost recovery
objectives oudined in this rext. Management
should review all Superfund financial manage-
ment proceduras to assess whether the expense
documenialion their systemn produces satisfies the
standards outlined in this section.

The remainder of this section is divided into
five parts. The first part provides an overview of
CERCLA cost recovery cases, and caplains the
role of cost documentation in the cases against the
responsible parties. The three following paris
detail the specific requirements that may have to be
et in cost recovery cases. The final part of this
section explains briefly how the govemment's
expense claims are tested in litigation, a topic
covered in more detail in Appendix A. Examples
are provided throughout o illustrate the legal is-
sies involved.

1. General Legal Requirements

In order to pursue a CERCLA cost recovery
action against a responsible party, the government
generally must be able 1o show, from a cost dacu-
mentation standpoint, two points: first, that the
government did work ar the site to remedy or
prevent & release of a hazardous substance; and
second, that the government can accurately docu-
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ment the cost of the remedy or preveniion. This
handbook will focus on the documentation a Fed-
eral Agency may have to provide to EPA and
Diepartment of Justice attorneys during a recovery
action to sucecssfully prove the cost of the remedy,

2. Records Reguired To Document
Expenditures

Over the course of work on a site, a Federal
Agency may incur costs in several caregories:
direct labor by the Agency’s personnel, travel,
supply and equipment costs, CONTACIOT COSLS,
constroction costs, and administrative and over-
head {“indirect™) costs. An Agency may have to
demonsirate four points about each category of
cost to sustain EPA's cost claims in court:

. That the work or purchase was author-
fzed by the Agency.

= That the wark or purchase, or portion
thensaf o be paid for, was recelved and
aecepied.

. That the Agency was billed for the
work or purchase,

. That the Agency actually paid for the
work or purchase.
Together, these four points establish the “history™
of an expense item.

Cleardy, demonsirating all four of these
peints for each type of expense would require
supporting records from various sources. A de-
tailed list of what types of records should be re-
tained for each category of expense is provided in
chapter three; the aim of this section is to provide
Agency personnel with an understanding of why
specific documents should be kepl. To illosiraie
the four requirements, some examples are pro-
vided below:

Contractor costs may require extensive
documentation. In order to demonsirate that the

coniractor's efforts were aurhorized, a copy of the
contract should of course be retained. But in this
case, the Agency’s authorization process begins
with a Request For Proposal (RFP) and detailed
evaluations of contractor bids; consequently, these
should alse be retained. Similarly, proving that the
agreed-upon work was reviewed aad accepted
requires not just the Azency’s final sign-off on the
contract, but also technical progress reports detail -
ing contractor activiey at each stage of the project.
Copies of contractor inveices satisfy the require-
ment for billing records, while records showing
payment dates, amounls and reference or check
numbers would be required to demonstrate pay-
ment of INvoices.!

Employee labor costs are Sormewhit easier (o
document. Specific wiitlen employee assignmem s
to a site are not Tequired, Since a SUpPErvISOT Can
support employees’ culfiorization o perform the
work, Timesheets can provide proof of the remain-
ing points under most circumstances. The
rimeasheet, which is similar to the vendor's &iff, is
the Agency's evidence documenting paymens, is
long as any subsequent commections are attached.
The signature of the employee and the employee’s
supervisor generally should be used o certify that
hours on the timeshest were spent working on the
site.

3. Requirements For Documents Submitted
As Evidence

To be admissible as evidence in court, each
document submitted as evidence to SUpPOrt Cosis
claimed by a Federal Agency must meet a number
of legal requirements generally specified in the
Federal Rules of Evidence. These legal require-
ments, designed o ensure the authenticity and
reliability of evidence, are a3 follows:

FOANApEncy' s contractors may ba roquired 1o provide docu-
mentation demonsiraling awrhorization, complerion, Bill-
ing and payment for their own expenses, such as salaries,
supplies and equipment, subooniraciors and so on, Scc
chapler three for deiails on documentolion TequiremMenLs
for Agency conlractars.
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+  The document must have been pro-
duced at roughly the same tme a3 the
expense was incurred.

. The document must be produced and
utilized in the normal course of busi-
ness.

In addition. to have the document admitted as
evidence, an Agency wilness may be required to
testify to the authenticity and reliability of the
document.

4, Testing Of Agency Expense Records In
Litigation

A cost documentation package submitted by
a Federal Agency in 8 COSt recovery action may be
challenged by lawyers for the responsible party it
any of the standards described above are not met.
Opposing counsel can question A gency personnel
under ocath on Agency recordkeeping, financial
management, procurement practices and any other
topics relevant 1o the lawsuit. They may be able to
require Agency managers 1o Tespond 1o written
questions on these subjects. In addition, they may
be able 1o examine all suppordng expense records
to scarch for inaccuracies, inconsistencies or ather
docurentation flaws. Appendix A provides fur-
ther information on the kinds of inquiries an
Agency may have to respond to in litigation, as
well as Agency responsibilities for assisting goy-
ernment lawyers in their handling of a cost recov-
eTy Case.

(G. ANOVERYIEW OF COST
DOCUMENTATION OBJECTIVES

This section provides a systematic overview
of all the financial management and recordkeeping
objectives discussed in this handbook. The term
“systematic” applies because successfully meeting
EPA's Superfundcbjectivesin these areas requires
coordinated action by staff in several functional
areas over a long period of time. In order to initiate
and maintain this kind of closely-coordinated ac-

tivity, staff and management need to be able to
view specific objectives as part of a larger process.

The focus of this section is a four-page ex-
hibit depicting a hypothetical or “meoxdel” financial
management and recordkesping system thatmeets
all EPA Superfund-related objectives, with an
emphasis on cost documentation for successful
cost recovery actions. The system depicted in the
exhibit is not “the answer™ to meeting the objec-
tives presented in this handbook. There is no one
answer applicable to all Federal Agencies; sach
Agency has developed or will develop its own
sysiem, according 1o its own management, struc-
ture and internal procedures. The aim of the
exhibit, and of this section, is simply to start man-
agers thinking about financial management and
recordkeeping objectives in a systematic way.

Six “functional areas” are used in the exhibils
which follow page &§: Legal, Contracts Admini-
stration, Program Office, Recordkeeping, Ac-
counting Operations, and Paying Agent. 1n many
Agencies, several of these functions will be housed
within the same organization. For example, the
"Program Office”™ and 'Coniracts Administration™
may well be part of the same group. Or, “Contracts
Adminisration” and “Accounting Operations™
could be separate offices under the Agency's
comprroller’s office. Whatever organizanon they
are part of, each of the six areas is likely o have o
different primary supervisor, and hence is weated
a5 @ separate function.

Activities in the financial management and
recordkeeping model presented here generally
occur in three phases, which are described below.
Cost documentation is the “thread™ which joins all
three phases, since cost documentation activities
begin the moment an JAG is executed for work at
a site and do not end until work is finished and the
Interagency Agreement is closed out The three
phases of activity are described below.

1. [nitiation describes the initial steps taken
when wark {other than a preliminary assessment)
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begins at a site, Exhibil I-2(a), the first of the four
exhibit pages, outlines the initiation phase.

2.  Ohngoing Activity represents the day-to-day
financial management and recordkeeping actvi-
ties that take place during work at the site. Phase
two is depicted in Exhibit {-2(b) and 1-2(c), the
second and third exhibit pages.

3. Cosr Documentation Package Preparation
begins when Agency program managers receive a
request from EPA or the Agency’s own legal staff
for a package derailing Agency expenses at the site,
The key decurnent in a cost documentation pack-
age is an up-to-date summary of costs. This sum-
mary, which should break out costs by category
(salaries, travel, supplies and equipment, con-
ITacts, etc.) goes in the front of the package. The
rest of the package is divided into sections contain-
ing supporting documentation for each of the cast
categories listed in the summary. Reconciliaton
of all the expense recards in each section (o the cost
sumnmary is the final stepin the preparation of a cost
documentation package. No cost documentation
should be submirted to legal staff until the expense
records in the package reconcile exacrly with the
cost summary. Exhibit I-2(d) on the fourth exhibit
page describes the process of preparing a cost
documentation package.

OF course, the activities described in the
following exhibit fall out from specific guidance
detailed laterin this handbock. Readers may want
1o retum to the exhibit after they have read the
remainder of the handbook; initally, however,
they should focus on ying to lock at Superfund
financial management and recordkeeping func-
Lons as an interrelated cost documentation systerm.

As imended, the exhibit leaves much unsaid
aboul the specific procedures used o ensurs that
the six funciional areas do exactly what they are
supposed to, when they are supposed to. EPA’s
financial management and recordkeeping objec-
tives for Superfund, which will be incorporated in
the special conditions of alf fAGs, have been de-
fined in terms of what Agencies are expecied o

accomplish, not how they should be accomplished.
Procedures for implementing a system that meets
EPA's Superfund financial management and
recordkesping objectives can only be designed by
Agencies themselves, although EFA can assist
Agencies in implementing cost documentation
gystems if requested.
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Exhibit I-2{b)
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Exhibit 1-2(c)
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II. FINANCIAL MANAGEMENT
GUIDANCE

This chapter pravides guidance vo Federal
Agency management personnel charged with
meeting EPA's objective of recording Superfund
expenses by site and activity. The Superfund
program requires Agency financial management
and accounting systems 1o rack expenses by site
and achvity. This is necessary to ensure that the
Federal gavemment can effectively recover its
expenses on & site from responsible partes. In
addition, site and activity specific accounting in-
formation provides a crucial check on the com-
pleteness of a Federal Agency’s Superfund ex-
pense records.

A. OYERYIEW

This inital section provides a general over-
view of the capabilities Federal Agency account-
ing systems should have, and discusses the role of
gccounting and financial management systems in
the cost documentaion process. The second sec-
tion of this chapter provides specific guidance on
meeting site and activily specific accounting and
financial reporting objectives.

1. Superfund Financial Management
Objectives For Federal Agencies

The Superfund financial management guide-
lines presented in this handboak are designed to
ensure that site and activity specific expenditure
information is available m managers at Federal
Agencies, enabling them to file accurate financial
reports with EPA, make site-by-site budgeiing
decisions, and accurately document site ¢leanup
costs. To achieve this goal, Federal Agencies are
expected to implement zite and activity specific
accounting systems. An integral pan of those
systems ars control procedures to ensure that site
and activity specific accounting information is:

= Accurate; ie. that only costs atiribut-
able to a site are charged.

. Complete; i.c. that all costs, including
allowable indirect costs, attributable o
an Agency's Superfund effort are re-
corded and charged to individual sites
and activities.

These two primary objectives are discussed further
below.

2.  Accurate Site and Activity Specific Cost
Information

Financial management offices at Federal
Agenciesmustensure thatsite and activity specific
accounting information is accurate. Accounting
system accuracy problems can be caused by:

. Inaccurate direct labor charging, due to
clerical errors or questionable time and
atiendance reporting praciices,

. Incomect allocation of administrative
and overhead costs,

+  Inconsistent charging practices, for
example, where a cost is charged di-
rectly on some LAGs but not on others.

There are rwo procedures to reduce or elimi-
nate the types of financial management problems
described above. First, Agency managers should
tharoughly review pertinent financial and IAG
management procedures. Secondly, site and activ-
ity specific accounting reports should be periodi-
cally reconciled to supporting cost records, €.g.
timesheets, vouchers, and contractor invoices.
Such a reconciliation should be performed ar least
twice 3 yoar.

3. Complete Site And Activity Specific Cost
Information

It is crucial for both program management
and cost recovery purposes that accounting infor-
mation provided by an Agency’s financial man-
agement office record all Superfund costs.  In
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particular, staff who maintain files of supporting
cost documentation rely heavily on accounting
information to decide what expense records 1o
obtain and file. Site and activity expense reports
serve a5 a "roadmap” of the costs the Agency has
incurred. Expenses that donot show up in account-
ing reports cannot be adequately documented:
morecver, management will be unable to plan for
these expenses in its budgetdng process.

Given the importance of recording all Super-
fund expenses, Federal Apency managers should
review their financial management procedures o
ensure that all allowable costs - as defined by
Federal regulations and the Agency’s interagency
agreement with EPA - are recorded by site and
aclivity in their accounting system. In reviewing
Superfund accounting practices and in reading the
remainder of this handbook, some distinctions
between the various types of costs an Agency’s
accounbng system must process should be kept in
mind:

=« Direct cosrs are those cxpenses which
are or should be charged to sites using
timesheets, vouchers and other site and
activity specific records. The sccond
section of thischapter provides specific
puidance on which cosis should be
charged directly to sites.

+  Indirecr costs are expenses that support
a Federal Agency’s overall Superfund
effort but ars not direcily aimibutable 1o
individual sites, Within this broad
category of cosis, it is important to
distinguish between two types of indi-
Tect COSS:

= Creneral (Agency-wide) Mndirect
Costs are incurred by an Agency
in supporting alf programs. This
category includes common
Agency charges for rent, data
processing, centralized financial
operations and other services, as
well as salary costs for top deparn-

mental managers. EPA Comp-
traller Policy Announcement 87-
10 provides that Agencies may
bill EPA only for indirect cosis
specifically associated with per-
formance under IAGS; conse-
quently, general or Agency-wide
indirect costs are not allowable
under Superfund IAGS unless an
Agency isspecifically authorized
by Congress to charge for such
costs. (EPA's policy i based on a
pronouncement by the U.S.
Comprroller General: see 57
Comp. Gen. 674, 681-683 )

- Superfund Indirect Cosis are
administrative and other non-site
and activity specific costs associ-
ated with an Agency®s Superfund
program.! These costs are bil-
lable 10 EPA as indirect costs
underIAGs and recoverable from
responsible parties.

Lsing these distinetions, Agency financial manag-
ers can catalog their Agency's Superfund costs,
assess whether they are completely sccounted for,
and develop metheds to include all Superfund
costs in sile and activily specific accounting re-
Proris,

B. GUIDANCE

This section presents EPA's accounting and
financial management guidance for Federal Agen-
cies participaning in Superfund Interagency Apgree-
ments. The first pan of the section discusses site
and activity specific accountng objectives, and
provides Suggestions on Overcoming accounting
system software limitations. The two following
paris provide specific guidance on accounting for

! Some portion of an Agency’s Superfund administrative
expenss 13 usually paid for by an adminisraive sepport
feneric] FAG which is recoverabls by EPA through ils
indirect cost aodel,
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direct and indirect costs by site and acrivity, Infor-
mation on site and activity specific reporting under
Superfund TAGs is provided in the last part of this
gaction.

1. Superfund Accounting Objectives

The primary Superfund accounting objective
is that Federal Agency accounting systems should
be capable of producing reports for each Inter-
agency Apreement that break out costs by sire,
then by operable unit, then by acrivity, and then by
the object class categories provided for inthe IAG.
EPA has defined eight activities which are indi-
cated in LAGs and should be used in all cost reports
submitted. The activities and their EPA account
codes are as follows:

+ ] - Pre-remedial Activitics

; L - Remedial Investigation/Feasibility
Study

» N -Remedial Design

. P - Ovarsight

* R - Remedial Action

. S - Operation and Maintenance?
. E - Removal Action

= 2 - Judicial Enforcement

« U - Laboratory Analysis

In order to produce reports at such a level of detail
that are both accurate and camplere, Federal
Agency accounting systems should record site,
activity and expense class information with each
accountng entry for Superfund directcosts. Agen-
cies may use their own accounting codes for wack-
ing costs by site and activity, but the EPA sitefsmll
1D and activity codes should be used in all financial
documents sent o EPA,

Many Agencies have developed accounting
systems to rack expenses by Interagency Agree-
ment numbes which can readily be adapted to meet
Superfund zite and activity specific accounting
objectives. Many site and activity specific ac-
counting systems reviewed by EPA in the pasthave
calculared direct charges to sites using budgeted,
“ssrimated” or average daw, rather than actual
salary, travel, and othercosts. While these systems
may have been used in the past and may still be ap-
propriate, actual costs provide a desireable basis
for all reports of direct site charges, and accounting
systems that cannot repert actual costs by site and
activity should be updated (except in those Agen-
cies involved stricily in emergency removal activ-
ity, as noted on page 113

2,  Accounting For Direct Costs

Superfund direct costs should be charged 1o
specific sites and activities on a regidar Basis.
Some Federal Agencies simply charge all direct
expenses to specific sites and activities as the
putlays occur. Some Agencies, however, charge
direct expenses to a general purpose account, and
then make periodic accouniing entries to transfer
charges from that account W sitg/activity accounts.
If such a procedure is used, direct charges should
be “backed ouwt™ of general purpose accounts at
least monthly, so that the accounting €ntry 15 made
at roughly the same time the expenses are incurred.
The following sections provide detailed gmdance
on accounting for the major categories of direct
COstE.

2 it is not EPA's palicy 0 fund operation and maintenance
of a completed remedy. EFA will, however, fund than part
of remedial action, for a period up Lo one yer, toensure Lhat
the installed remedy is operational and functional. EFA
will fund the operation of such GEatment OoF MEAsUres
involved with the restoration of contaminated ground or
surlace water for up to 10 yeaes or until levels thal assure
prozction of human health end the environment arc
achicved, whichever comes figst. Both of Lhese silations
are considered pan of remedial action, and therefone, must
be funded under the “R™ cede.
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a. Agency Salary Costs

Salaries of staff whose time is to be charged
tp specific sites should fill out site-specific
dmesheets for input of site and activity specific
charges into the accounting system. A daily log of
staff activities kept by appropriate supervisory
personnel could be used if timeshests are not avail-
able. Once used to enter information into the
Agency's accounting system, the nmesheet or
activity log becomes the primary salary expense
recond o be relained by the recordkeeping staff.
Staff whase entive salary iz inclided tn the cosi
base for an Agency's indivecr cost rate cannot
charge any howrs directly. (Agency managers
should contact their comptroller’s office for infor-
mation on the composition of their Agency’s indi-
TSt GOS8t rate.)

b. Travel Expenses

All tansportation, meal and lodging ex-
penses incurred baveling o and from sites of on
site-specific business should be recorded on a site
and activity specific basiz. Jfr s essential that
employee fimesheets and travel vouchers agree. If
an employee submits a voucher for travel 1o site X,
the employee's time sheet should also show time
charged to site X for that day. Inconsisiencies be-
tween time sheets and travel vouchers make recoy-
ery of those costs difficult,

Expenses for travel to multiple sites should
be divided among the sites in a logical way and
charged directly. Depending on circumstances,
travel costscan becharged inseveral ways. Inmost
cases, appontioning the total ravel cost between
sites based on the relative amount of time spent al
each site is acceptable. An Agency’s ravel vouch-
ers and travel authorizations should provide space
for charges to multiple sites.

¢.  Equipment Costs
Equipment costs should be charged on a site

and activity specific basis. Equipment purchased
for use on one site only can of course be charged

entirely o that site (the site should be credited for
the salvage valoe of equipment that does not re-
main on site as part of the remedy; see section five
of this chapter for more information on Superfund
property management and disposition). Forequip-
ment used on multple sites, a “usage rate” should
be developed. Socme Agenciesalready have calcu-
lated hourly or daily charges for certain comemon
types of equipment. For equipment not covered by
such standard charges, a usagerate is calculated as
follows: if a piece of equipment is expected 10 last
10,000 hours, and its cost - purchase price plus
estimated maintenance less salvage value - equals
100,000, then the usege rate is $10.00 per hour.
Agencies should set up a voucher system 10 record
by site the hourly usage of each piece of Superfund
equipiment, and then use the gpplicable equipment
usage rates o calculate direct equipment charges.

d. Supply Costs

Like equiprment, supplies used on site work
should be charged ta the specific sites on which
they were used. An inventory log for signing out
supplies to individuoal sites could be used as the
basis for site and activity specific supply chargesin
an Agency's accounting system.

e. Contractor Costs

Contractor costs should alse be acconnted for
on & site and activily specific basis. EPA requires
its contractars o submitinveices with costs broken
dawn by site and activity within each site; other
Agencies should do likewise, Contracior invoices
should be organized in such a way that Agency
staff reviewing the invoices for payment can
quickly identify which charges apply to which
sites, and, if the contractor has not already done so,
mark the invoices with designated site codes far
input into the Agency's accounting system.

f. Construction Costs {In-House}

In-house construction ¢osts, like contracior
casts, should be accounted for an a site and acavity
specific basis.
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g.  Other Cosis

Costs falling inte categories not mentioned
above should be accounted for on a site and activity
specific basis wherever possible. Agencies should
be sensitive to the fact that the cost of developing
a site and actvity specific charging mechanism
may be excessive given the size of some types of
miscellanecus expenses.

3.  Accounting For Indirect Costs

As discussed in the overview to this chapter,
Agency-wide indirsct costs are not allowable
under [AGs unless specific Congressional authori-
ration for such charges exists. Superfund-related
indirect costs are allowabls and recoverable, how-
ever. In order to include data on these expense
itemns in site and activity specific accounnng re-
perts, a methedology for allocating expenses to
individual sites iz necessary. EPA’s policy is that
Agencies develop rational, defensible allocation
methods for claimed Superfund indirsct costs {not
reimbursed by EFA on Administrative Support
[AGs) so that they can be recouped in the cost re-

COVETY PIOCess.

Developing a method of allocating Super-
fund indirect costs to individual sites is particularly
critical for thoss Agencies receiving funding
through allocation ransfer IAGs. Therefors,
Agencies receiving allocation transfers are ex-
pected to develop and decument cost allocation
plans for their Superfund indirect costs. These
allocation plans should be structured to allocate alf
Superfund indirect costs to Superfund sites.

4. Superfund Reporting Requirements

Reporting requirements under Superfund
[AGs differ from thoss under other agresments
primarily in that financial repeorts must include site
and activity specific expense informaticn. Agen-
cies performing work on a reimbursement basis
should file EPA s SF 1080 or SF 1081 as called for

in their [AGs. Reports of expenditures for transfer
rllocation IAGs are required monthly on EPA's §F
133,

£ Accounting For Superfund Property

Agencies face centain property management
and accounting requirements when purchasing
property of equipment under a Superfund 1AG.
EPA will retain ttle to all property purchased
through & Superfund IAG. As a user of EPA
property, an Agency must maintdin an accurate
inventory of such property in its accounting rec-
ords. Information on purchase cost, location,
condition and maintenance must be maintained. At
termination of an LAG, EPA must be contacted for
disposal instractions for any equipment that is not
remaining on site. EPA must receive reimburse-
ment for the fair-market value of any propery
disposed of or employed by an Agency for non-
Superfund acdvities. EPA's property manage-
ment requirements for IAGs are discussed in deail
in the Properry Management Grder (see Appendix
B for reference).
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I1l. RECORDKEEFPING GUIDANCE

Federal Agency recordkeeping procedumes
for Superfund cost documentation are receiving
increased attention at EPA due to the growing
nurmber of cost recovery actions likely 1o be init-
aied in the next several years. This chapter pro-
vides puidance 1o Agency persomnel charged with
implementing EPA 's ohjectives for the collection,
filing and retention of Superfund cost records. It
discusses in detail one approach 1o Superfund
regordkeeping which has proven effective at EPA,
called active site filing, which we are sugpesting
that Federal Agencies with Superfund LAGs adopt.
{Agencies with administrative [AGs should be
aware that the guidance prezented here applies to
adminisratnve [IAG recordkeeping also.)

It is important to note that the cost documen-
tation objectives described in this chapter apply to
both the Agency and its contractors. Agenciss ars
encouraged 1o move their contractors toward adop-
tion of the recordkesping approach outlined in this
chapter through the use of specific language in all
DIOCUrSMEnts.

A. OVERYIEW

Effective recordkesping procedures are 3-
sential to cost recovery. This overview describes
the objectives Federal Agency recordkeeping
functions are expected to meet, and outlines some
of the reasons for EPA’s adoption of active site
filing as the preferred way to meetthose objectives.
Suggestions on recordkeeping planning are also
provided.

1. Agency Superfund Recordkeeping
Objectives :

The recordkeeping puidance presented here
has two objectives: firse, a complete 52t of ex-
pense-related records for each site, and second,
timely access tathose site records. As discussed in
the introductien to this handbook, incomplete
documentation of cleanup expenditures seriously

weakens a cost recovery action. Similarly, EPA
and Depanment of Justice (DOT) legal seaff need
speedy access 10A fency expense recands Lo pursue
cost recovery actions effectively. Frequently, the
litigation team requires documentation in less than

30 days.

2.  Inability Of Non-Centralized
Recordkeeping Systems To Meet
Superfund Recordkeeping Objectives

Active site filing, described in detil below,
was developed in response o numerous cost docu-
mentation problems encountered at EPA. Expense
records could not be cbtained quickly encugh to
meet litigation schedules, and they were frequently
incomplete. The prablems resulted from several
factors:

. Becards were stored in numercus loca-
tions, making retrieval a time-consum-
ing task involving coordination with
each locaton.

. Superfund expense records were co-
mingled with other expense records.

. Records were not stored in a standard
order. Timesheets from one EPA
Region might be ordered by pay pericd
and employee name, while another
EPA Repion would order them by sec-
tion and employee number.

+»  Required expense records were some-
trmes not rewained due to confusion
over who was responsible for their re-
tention.

The problems described above area by-prod-
uct of not having a centralized recordkeeping sys-
tem for Superfund expense records.  Active site
files and standard agency-wide filing procedures
were developed at EPA to centralize the location
and standardize the format of Superfund expense
records.
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3. Active Site Filing

Active site filing iz a simple, swaightforward
solution to many of the recordkesping problems
deseribed above. A unique file orsetof files should
be set up for each site. As money is spent on the
site, expense records are generated, and photocop-
ies of the expense records pentaining to each site
should be placed in the active site file for each
affected site. The original expense records should
then be filed in separate “Superfund originalfoffi-
cial document files." In some Agencies, expense
records all go to a central record storage site. In
such cases, it is advisable 1o physically separate
Superfund records from other Agency records at
the storage site, in order to prevent them frombeing
disposed of when other Agency records are
“purged.” (Retention requirements and micro-
filming standards for Superfund originals are dis-
cussed at the end of this chapter.)

The importance of the active site filing sys-
tem becomes apparent when expense records con-
tain charges o more than one site. For those
records, multiple photocopies are to be mdde, one
copy for each site-specific file. This will ensure
that the original document of a particular multi-site
ransaction does not become misplaced if the docu-
ment is frequenily needed for numerous cast re-
covery packages. In order to facilitate quick re-
trieval of Superfund expense documents, the site
files should be all arranged in the same way, and
filing procedures should be documented, to ensure
that records are filed comectly. A list of the
expenserecords that Agencies would copy for their
site files is provided in the second section of this
chapter, along with requirements for how long the
ariginal expense records must be retained.

EPA has found that active site filing works
best if:

+  The site files are under centralized
control, since they are Tikely 1o be better
organized if only a few staff members
have day-to-day responsibility for
updating them.

»  Staff responsible for maintaining sire
filzs have access to detailed site-spe-
cific accounting reporis, as a check ar
the completeness of their files (see
“Reconciling Site Files” in the nex
section).

In summary, after a Superfund site and acriv-
ity specific document is processed through ar
Agency’s accounting system, the original must bs
separately filed and reconciled as soon as possible
with the accounting system to ensure that charge:
are comectly processed. In addition, a copy o
copies should then be made and filed in the site file
This file should be periodically reconciled fo
completeness and accuracy.

4. Recordkeeping Planning

A recordkesping system b meet the objec
tives described in this chapter cannot be develope
without some planning in advance. In developin)
a mecondkeeping system for Superfund expens
records, Agency managers need to consider somw
of the following questions:

+  Whe should be responsible for collect
ing and filing records in original an
site files?

+  Which offices generate the expens
documents that recordkeeping staf
need to pull and copy for site files an
then store in original files?

. How should the expense records b
ordered in original and site files?

. What arrangemenes should be made fo
cost-effective and safe long-term stor
age for expense recerds, once activit
atthe site has ceased and the files are n
longer being updated?

. What measures should be taken t
ensure that the zite files and origine
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files are protected from fire, water and

other damage?

*  Whar arrangements should be made to
ensure that EPA/DO] have ready ac-
cess to the site files?

B. GUIDANCE

This section provides Federal Agency man-
agers with specific guidance on Superfund expense
record retention, It discusses what types of docu-
ments shoulkd be retained by an Agency, ways
Superfund document files could be ordered, how
long the files should be retained, and procedures
for periodic reconciliadon of expense records.
Much of the discussion in the section revolves
araund active site filing, the Superfund
recordkeeping approach preferred by EPA. Man-
agers at Agencies which elect to use some other
recordkeeping approach should read this section
carefully, however, since, for oversight as well as
costrecovery, EPA isrequiring that Agencies have
the capability of prompily producing all of the
records lisied in this section.

1. Establishing Site Files

As discussed in the previous section, achve
gite filing involves the maintenance of a separate
ser of files for each site and procedures for copying
original expense records and filing the copies in the
site files.! In order to minimize the copying burden
o the A gencies which adoptactive site filing, EPA
has designated certein expense-related records,
primarily documents that apply tomultiple sites, as
exempt from site filing. Exhibit II-1 on the fol-
lowing page hists those documents that Agency

1 YWhile charges to adminiswative support LAGs may not
always relate 1o any one slc, the same (ypes of documet:-
wlon necessary for a siie-specific 1AG (payroll, mavel,
eic.) should be retained o suppont sdminisirative 140
charges, which are also recoverable from tesponsible par-
ties (through EPA's indirect cost model). Therefore, it may
be helpfal 1o think of an sdministrative 1AG a¢ & “mult-
gile,” and &1 ppan “administratve LAG file™ for photocop-
ies af expense records of each site.,

recordkeeping staff should have ready access 1o,
but which should not be kept in site files. An in-
depth description of the documents that should be
kept in site files follows in the next section,

Whether an Agency adopts active site filing
or not, EPA is requiring that its system for keeping
Superfund expense records mest the following
objectives:

a. Consistent Filing Protocol

All Superfund expense files should be ar-
ranged in the same way, and Agencies should
develop a single “filing protocol” for Superfund
expense records, in both original and site files. In
site files, records for the various types of cosis
should be kept in the same order; for example, the
site file might begin with employes timesheels,
followed by employee travel costs, followed by
conrractor invoices, and so on. Within each cost
category, records should be filed the same way in
original and site files. For example, employee
timesheets might be filed by pay periad, division,
and employee number. Each Agency will have its
own filing protocol; what's important is that docu-
ments be filed in a consistent order in all expense
files that may have to be used in Cost recovery.

h. Timely Response To EPA
Documentation Request

Agency recordkeeping systems must be able
to provide EPA with complete expense documen-
tation for any site the A gency has worked on within
deadlines set by each EPA Regional office. Typi-
cally EPA allows 30 calendar days for intermal
compilation of its own, state and CoNtracior COsts,
5o a Federal Agency would be expected o respond
to EPA’s cost documentation request within that
Hme frame.

2.  Records To Be Retained In Site Files

This section discusses in general terms what
types of documentation should be copied and filed



Recordkeeping Guidance Exhibit II1-1 Page 19

Summary Of Documents To Be Retained, But Not In Site Files

AREA OF COST DOCUMENTS RETAINED

Posilion titles of staff
Salary of staff {annual or hourly rate}

Methodology for determining frings benefil rale
Time and Irayel policies

Payroll

Contractor
Senices

Propoeal

Contractor cosl data - -

Cosyprice analysiz of proposal and record of negotiations
Propesal evaluations

Contract

Work orders and change orders

Repons on comtractor work

Audiis of contractor

* Type(s} of materials and supplies furmished
Typeds) of equipment
Coniracts
Leases
Purchase arders
Receiving repons
Explanation of "usage rate™ or "slandard cost rae”
calculation

Supplies and
E{;m}mﬁm

[T T T T T T

indirect Costs « Explanaion of indirect cost rale (each time rate is changed)

IAG and
Amendnients

Interagency Agrecment (execuled copy)
Amendmenis (execuled copies)
Bill/payment records

Comespondence

* & BB

Administrative = All documentation described for calegories above (may
TAG Costs be for multiple sites)

! For LAGs eniered intp with other Agencies
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in active site files; in addition, notation is made as
to what documents recordkeeping staff should
have ready access 10,

Records documenting the following arcas
should be retained for cost recovery purposes:

= Payroll

+ Travel

. Confractor Services

»  Construction (In-House)
»  Supplies and Equipment
+  Indirect Costs

Each category of records is discussed more
completely below, Exhibit II-2 on the following
page summarizes those records that should be
retained in site files.

a.  Payroll

Records that show time or atiendance of
individuals ar specific sites should be copied and
retained in site files. Subsequent adjustments o
any timesheet should be photocopied and clipped
to the copy of the timesheet in each site file
Recordkeeping staff should also have availahle
documentation on the position tilles and salaries of
the staff who worked on that sile, as well as up-to-
date copies of the Agency’s time and travel charg-
ing policies. :

If the Agency’s accounting system does oot
automatically calculate frings benefit charges,
each site file should contain worksheets showing
how fringe benefit charges were calculated for that
sire. In addition, notation should be made of which
Agency official approved the fringe benehit alloca-
tion methodology.

b. Travel

The following records relating to wavel ex-
penses should be retained in site files: ravel au-
therizations (containing site names) that document
the purpose of the mip; @avel vouchers submitted
by employees showing starting point and destina-
tion, wansportation method, and the number and
name(s) of person(s) maveling; receipts provided
by employees showing actual costs incurred (only
major receipts need to be included in site files -
hotel, airline, car rental, ety and proof that the
ravel vouchers were paid.*

¢, Contractor Services

An Agency should be able o completely
document its relationship with its contractors. Site
files should contain:

. Contractor invoices (contractors
should break out costs by site and activ-

iy}
. Projectofficer approval of each invoice
. Proof of payment of the invoices

In addition, procurement or recordkeeping staff
should have available the following records for
each coniractor doing Superfund work for the

Agency:
g The contractor’s propesalibid

. The contractor's cost data, submitted
as part of its proposal

+  Cost/price analysis of proposals re-
ceived

+  (mher documents relating to the
Agency s evaluation of contractor pro-
posals

? For proof of payment, Agencies need only rewain a copy
of the Treasury report lisling the payment.
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Summary OF Financial Documents To Be Retained In Site Flles

AREA OF COST DOCUMENTS RETAINED

Payroll «  Time awendance reconds

»  Time anendance amendments

= Worksheel showing fringe benefit calculadons (if not calcularsd
by accounting sysem)

Travel = Travel authorizations {If used by the Agency)
*  \ouchers showing:
Starting point and destination
Transportation method
Number and names of persone on inp
=  Receipis (aidine, hotel, etc.)
* Proof of payment*

Contractor = Contractor invoices
Services +  Project officer approval of invoices
« Froof of payment'

Constriction =  Approvals
fin-house) »  Project progress mepons
: » All documentation described above for Agency employaes

Supplies and » Invoices
Egquipment »  Proof of payment!
* Hourdy mecords of equipment use

Indirect Costs +  Waorksheet showing calculations (if not calculated by accounting
SY5beT)
Administrative « Al documentation deseribed for categories above (may
TAG Costs be for multiple sites)

' Proof of payment must be documented for cach expense charged to a slte. A copy of the Treasury repor
listing the payment i3 sufficient.
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. The contract/statement of work
. Work orders and change orders

. Technical progress reports submitted
by the contractor

. Agency audits of the contractor
d. Construction (In-House)

Each site file should contain copies of inter-
nal work authorizations for work performed at
Superfund zites. Progress reports detailing major
accomplisbrents or milestones should also be
retained in gite files. All documentation deseribed
above for Agency employee salary and tavel
ghowld of course be retained.

€. Supplies and Equipment

Ench site file should contain equipment pur-
chase invoices, coniTactor Invoices, of equipment
lease bills for all equipment used at the site. Proof
of payment records should also be provided in site
files. If EPA was charged a “usage rate" for
equiprnent, hourly recards of equipment use at the
site should be included in the site file,

Agencies should also have avalable docu-
mentation on the type of materials or supplies
purchased for use on the site, and copics of pur-
chase orders, receiving reports, leases, and con-
tracts for sopplics. For purchased or Agency-
owned equipment that is shared berwesn multiple
sites, a “usage rate™ or “standard cost rae” is
calculated, and the Agency should be able to pro-
vide a written explanation of how the usage rawe
was developed foreach piece of equipmentused on
a Superfund site.

I. Indirect Costs

If an Apency's accounting system does not
automatically calcnlate indirect charges for each
site, site files should contain copies of worksheets
nsed to make indirect cost calculations.

Recordkeeping staff should also have available
documentation on the indirect cost rate usad for
EPA 1A Gs (documentation on éack revision of the
rate should be retained).

g IAG snd Amendments (with Other
Apencies)

Recordkeeping staff should have access wo
copies of the executed LTAG for each site, as well as
any amendments, comespondence, and bill/pay-
ment records.

h. Administrative Support (Generic! 1AG
Cosis

Recordkeeping staff should have available a
copy of executed administrative support {generic)
1AGs, any amendments, comespendence, and billf
payment records. In addition, an “adminismrative
support IAG file” should be ser up for imesheets,
wavel vouchers, equipment information and in-
voices, and all other relevant reconds described
abowe. Agency managers should note thai these
1AGs may cover costs at multiple sies.

3. Reconciling Site Files

To ensure that all active site files are com-
plete, the files should be pericdically reconciled
with sommary reports produced by the Agency's
accounmng system. This procedure will identify
needed records not included in the site files, In
prder to make reconciliation and subsequent copy-
ing of missing documents a manageable task, EPA
recommends that active site files be reconciled o
ACCOUNMNG system reports at least twice a year,

4, Storape Media And Record Safety
Procedures

Agencies should store site files and criginal
files in locations as secure as possible from fire,
water and other damage. Once activity has ceased
at a site, similar provisions must be made for safe
long-term storage of site files. At this time, micro-
film copying of inactive site files and original
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expense records is allowed by EPA, provided the
microfilming meets cerain technical standands
{sce Appendix B for references).

5. Record Retention Requirements

An Agency and its contractors are required to
retain the docoments described in this chapter fora
minimumaof ten years after submission of afinal SF
1080/1081 or 8F 133 for 2 site, after which the
Agency and its contractors must obiair written
permission from the appropriate regional award
official before disposing of any of the records de-
scribed in the chapier.

In the fumre, Agencies may be requested
simply to forward the expense documeniation
described in this chapier directly o EPA after
completion of work at a sile. As of the date of
publication of this manual, however, EPA does not
yethave the capability of accepting Agency Super-
fund records for permanent storage,
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APPENDIX A
AGENCY LEGAL RESPONSIBILITIES

As noted in the intoducton, claims for ex-
penses incurred by n Pederal Agency under a
Superfund [AG can be questioned in lidgaton.
LUnless both parties “stipulate™ in advance as to the
cotrectness of the Agency 's expense claims, which
15 exremnely unlikely, legal counscl for the respon-
sible party is entitled to review the evidence that
constitutes or backs up the Agency's claims, while
the government's lawyers are allowed to introduce
documents and teatimony in proof of thoze claims.
Information on the Agency's expenses under the
IAG can be included in the count record in four
Ways:

“ [nterrogatories

J Affidavits

+  Depositions or trial testimony
. Review of expense documents

Federal Agency responsibilities in sach of these
areas are described below,

A, Interropatories

Interrogatories are a written set of questions
submitted by either party in a lawsuit to the oppos-
ing party. Such questions are part of the pre-trial
“discovery” partion of the liigation. Unless im-
Proper under applicable legal rules, the gquestions,
which may be broadly-worded, must be answered.
In a cost recovery case, guestions directed to
Agency recordkeeping and financial management
staff generally will be directed roward identifying
the nature of documents submitted in the Agency's
Cost recovery package and the process used to
compile that package. EPA or DOJ legal staff
litizating 2 cost recovery case will generally coor-
dinate responses to interrogatorics.

B. Affidavits

Affidavits are written statements of facr
based on personal knowledge that are made under
oath. Federal Agency financial management and
recordkecping staff may be asked by EPA or DOJ
lzgal staff to prepare affidavits on recordkeeping
practices and site expenditures thar can be used as
evidence to support elements of the Agency’s cost
documentation package.

C. Depositlons or Trial Testimony

A deposition is typically an oral question and
answer session, completsd under ocath, thar is
admissible as evidence in court. In a cost recovery
action, the potentially responsible parties may
depose Agency financial management or
recomkeeping staff. Alwrnatively, this testimony
may be required during the trial itself. Arnormeys
for the responsible party will want to question
Agency staff in order to highlight any weaknesses
in the cost documentation package.

Witnesses for the cost documentation por-
donof a CERCLA cost recovery case are typically
asked detailed procedural questions about how the
Agency calculated various types of costs. If the
cost documentation provided to the court falls
short in any area, the witness will be asked about
those points.

Cost records that meet the requirements dis-
cussed in this handbook section make the witness’
Jobeasier. Effective preparation is also important.
The witness should be thoroughly familiar with the
portion of the cost documentation package he or
she 15 to testify on, especially the more complex
parts of the package, such as the methodology for
calculating equipment usage rates, or procedures
used in preparation of cost summaries. Any Fed-
eral Agency employee scheduled to be deposed
should be accompanied by an EPA or DOJ lawyer,
and any A gency activities in connection with a cost
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recovery case should be coordinated through the
appropriae EPA Regional Legal Counsel.

D. Review Of Expense Documents

Attormeys for the responsible party are en-
titled toreview and obtaincopies of all Apency rec-
ords that are not protected by a legal privilege. If
the Agency receives a request for production of
documents, it must contact EPA's office of Re-
gional Counsel in the applicable region. Certain
types of personal and business infermation often
contained in cost documents are protected under
Federal laws and regulations, however, To protect
such information, EPA or DOJ legal staff may
petition the court 1o be allowed to exclude docu-
rments containing such information from the pack-
age to be delivered to opposing legal counsel, or
they may block out sensitive informaticn con-
tained in the documents, a process called “redact-
ing.” The following types of information are
proteched:

1. Personal Information

The Privacy Act govems disclosure of infor-
mation relating to individuals (z2e Appendix B for
reference). In general, non-business information
contained in Agency records is protected from
disclosure., The following list, which is not all-
inclusive, identifies the kind of information that

should be removed from documents given 10 op-
posing legal counsel:

* Social security numbers

* Credit card numbers

* Type of credit card

= Home addresses

+  Home telephone numbers

* Non-busingss calls on personal tele-
phone bills

*  Drivers license numbers

. Comments on travel vonchers

. Vacation and sick leave balances
. Timecard or timesheet comments

* Coded information on the front of ime-
cards

2.  Business Information

EPA's regulations goveming the disclosure
of business information are contained in 40 C.F.R.
Part 2, Subpart B, "Confidentiality of Business
Information.” Many Agencies have regulations
protecting business information similar 1o EPA’s.
Any information that would allow a competitor 1o
deduce an Agency contractor's actual costs is
generally considered confidential by the contrac-
tor. Invoices and cost data submitted with propos-
als typically fall under the protection of the regula-
tons, although other documents may also.
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APPENDIX B

WHERE TO GO FOR FURTHER INFOR-
MATION

This appendix provides Federal Agency
managers with information on available reference
materipls. The appendix lists and gives a brief
synopsis of the EPA and other Federal reference
materials that counld be useful 1o A gency managers.

The references listed below contain informa-
tion that Agency managers can use to develop their
appreach to the fimancial management and
recordkeeping guidance presented in this hand-
book. Some of the manuals do not specifically
address Federal Agency guidance issues, but they
contain useful background information. Most of
the references listed can be obtained through the
EPA s regional offices or by contacting EPA head-
quarters directly. Materials published by other
gavermment Agencies can be obtained by calling
the Agency directly; legal references can be ob-
tained through Agency lepal departments. Sug-
gested reference sources are as follows:

A. Interagency Agreement Policy And
Frocedures Compendium

This EFA manual provides policy guidance
and detailed procedurss for headguariers and re-
gions on administering 1AGs.

B. Assistance Administration Manual,
Chapter 51

This EPA manual describes specific require-
ments forall EPA assistance recipients: Chaprer 51
containg general instructions for EPA headquarters
and regions on administering IAGs.

C. Financial Management Procedures For
Documenting Superfund Costs

This EPA manual, known as the Bloe Eook,
provides complete infermation on Superfund le-

gal, accounting, financial management and
recordkeeping requirements. The Blus Book was
written for the en EPA regional financial manage-
ment offices and can be used for general back-
ground information on Superfund financial man-
agement and recordkesping requirements.

D. Financial Management Procedures For
Processing Superfund Interagency
Apreements

This EPA manual provides guidance on ini-
tiating and processing Superfund [AGS,

E. Internal Control Review Program For
Superfund Financial Management

This EPA manual provides guidance to EPA
financial managers in planning, conducting and
implementing the results of their Superfund inter-
nal control reviews.

F. Superfund Program: Regional Inter-
agency Agreament Handbook

Thiz EPA manual will contain copies of na-
tional MOUs and model IAGs for EPA regions 1o
nse tn nitiatng IAGS.

. Resource Management Directive System
2550 D

This EPA manual provides agency-wide
policies and procedures for the Superfund pro-

gram.
H. Property Management Order

This EPA manual will provide comprehen-
sive property management guidance to Agencies
participating in Interagency Agreements with

EPA.
I  Federal Rules of Evidence

The body of rules relating to the admussibility
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of documents as evidence in Federal court pro-
ceedings is called the Federal Rules of Evidence,
and can be found under Title 28 of the United States
Code (28 UL5.C.).

J.  The Privacy Act

Federal requirements for the protection from
public disclogure of personal information can be
found under Title 5 of the United States Code (5
UI.5.C.). Specific Agency recordkeeping require-
tnents under the Act can be found at 5 U.S5.C
Section 522,

K. Hardcopy Standards Set

The American Nadonal Standards Institute
sets technical standards for microfilming of rec-
ords that should be followed by Agencies wishing
1o microfilm Superfund expense documents. The
complete set of microfilm smndards, called the
Hardcopy Standards Set, iz available from:

Association For Information And Image
Management

Suite 1100

1100 Wayne Avenue

Silver Spring, MD 20910

(301) 337-8202

Also the Federal Microform Technical Require-
ments (promulgated by the National Ar-::hnres}
shauld be referred to,

Agencies with specific questions not an-
swered in the materials listed above should contact
EPA directly. The Agency’s contacts at EPA
regional offices can offer assistance, or one of the
headquarters offices below may be contacted:

= Superfund Accounting Branch, Office
of the Compteoller (accounting and
records management issucs)

* Grants Information and Analysis
Branch, Office of Administration (IAG

policy issues)

Resources Management Section, OF
fice of Solid Waste and Emergency
Response (IAG policy and financial
management issues)
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APPENDIX C - National Oceanic and Atmos-
pheric Admunistration
AUDITS
*  Deparument of Defense
Under the Superfund Amendments and - Army Corps of Engineers
Reauthorization Act of 1986 (SARA), Federal - Navy
Agencies with designated responsibilities under -  AirForce

the Act art required to perform an annual audit of
all ransactions involving the Trust Fund. The
following Agencies have specific designated au-
therities.

=  Department of Health and Human
Services
- Apency for Toxic Substances and
Drsease Reglitry
- Public Health Service
- Nadonal Institutes of Health

=  Federal Emergency Management
AgEnCY

*  Department of Transportation
- U.5. Coast Guard

+  Department of Justice

+  Department of the Treasury
- Internal Revenue Service

+  Depanment of the Inierior

= Department of Energy

. Diepartment of Labor

& Nuelear Regulatory Commission

*  Environmental Protection Agency
In addition, Agencies withont designated authori-
ties which perform work for EPA under Inter-
agEncy Agreermnents may also be required to
pertorm annual audits of Trust Fund transactions.

Agencies falling into this category include:

. Department of Commerce

= Library of Congress
*+  Department of Apriculture
. Action

+  National Aeronautics and Space Ad-
ministraton
Audits required by SARA are concerned
primarily with financial transactions involving the
TrustFund. Aundits may touch on some orall of the
following subjects:

+  Documentation of claimed expendi-
tures

x Intemal control procedures

. Procurement

- Indirect costs

J Property acquisiion and management
Each of these subjects is discussed in detail below.
A. Documentation of Claimed Expenditures

Audits will investigate whether Apgency
recordkesping systems are capable of providing
supporting documentation for expenditures
charged against the Trust Fund (either directly or
through an [AG with EPA),

B. Imternal Control Procedures

Agency procedures for monitoring and con-
rolling expenditures charged against the Trust
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Fund may be examined during an audit The
Agency's funds control process and internal recon-
ciliation procedures may be reviewed in detail.

C. Procurement

The Agency's compliance with the Federal
Acquisition Regulaton (FAR) on procurements
involving Trust Fund manies may be reviewed by
Apgency auditors. A review of the procurerment
function wounld focus on topics such ascompentive
bidding procedures and records of bid evaluations.

. Indirect Costs

Charges for indirect costs hilled o EPA
under LAGs will be reviewed for compliance with
the Economy Act of 1932 (31 T1.5.C.A. 1535) and
EPA Comptroller’s Folicy Announcement §7-10,
which state that only indirect costs specifically
arising from perfarmance of the IAG are billable.

E. Property Acquisition and Management

Agency procedures for acquiring propenty
with Trust Fond monies, and the subssquent man-

agement of that property, may be examined by
anditors. Records of acquisicon, property inven-
tory records and property disposal practices may
be reviewed.
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